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Michele Fort-Merrill: 

SDCOE Executive Director  

Human Resources  

Stephen Clemons:  

SDCOE  Assistant 

Superintendent  and CTO  
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Leave 
System 

Pay Stubs 

Travel 
Requests/ 

Claims 

Employee 
Evaluation  

H. R. 
Records 

Electronic 
Board 

Agendas 
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List of Submissions 
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Basic Information 
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Client phones or goes to office 

•!Fill out paper form 

•!Set appointment 

•!Update paper calendar 

Fingerprinting 

•!Client goes to fingerprint appointment 

Results 

•!Response from Clearing House sent on paper 
to SDCOE 

•!District contacts SDCOE for results 
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Paper calendar 
filled out by 

employee 

Manager 
signs 

Assistant 
Superintendent 

signs 

HR 
Reviews 

Contract 
Created 

Employee 
signs 

contract 

To 
Payroll 
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Online 
Completion 

by 
Supervisor 

Review and 
Evaluation 

Available for 
All Parties 

Electronic 
Distribution 
and Filing 
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Paper Form 
Employee Fills 

Out Form 
Hand Deliver to 

Supervisor 

Supervisor 
Signature 

Hand Deliver to 
Payroll 

Payroll 
Generates 
Monthly 

Leave Report 

Employee to 
Verify Leave 

Report 
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•!12 Hours Staff Time Saved Per Month in Sorting Time 

•!25-30 Staff Hours Saved in Distribution Per Month  
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Reduction of 
Substitute 

Paperwork and 
Time Sheets 

Centralized 
Control Over 

Approved 
Substitutes 

Automated 
Recoding of 
Employee 
Absence & 
Substitute 
Placement 

Automatic 
Substitute 

Calling 

11/22/09 33 



11/22/09 34 

# of EE’s # of timesheets 

Substitutes Limited Term 195 241 

TA’s Limited Term 299 356 

Classified Limited Term 153 212 

Monthly 17 18 

Monthly OT 102 124 

Certificated Limited Term 35 43 

Monthly 10 12 

811 1006 

Time to Process 

& Audit 
100 Hours 



!!Develop and implement an 

architectural framework and 

systems approach to assess the 

current environment, assess the 

needs of the future, and close the 

gap between the two.  
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!! Online Access and Reporting 

!! Complete Integration Between All Systems 

(HR/Payroll/Finance/SIS/etc.) 

!! Position Control 

!! Comprehensive Pre-Loaded Report Templates 

!! High Interactive Functionality 

!! High Level Analytics 
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